Rancho Santiago Community College District
District Services Administrative Unit Review

Child Development Services
2013-2015

l. Department Mission Statement: (Please provide a mission statement for your unit.)

The Mission of RSCCD Child Development Services is to support and promote the district's commitment to student success by providing access
to vital, comprehensive, and quality early education programs and services, which reflect and address the needs of the multi-faceted community.
To fulfili our Mission, Early Childhoad professionals of RSCCD Child Development Centers are dedicated to:

1. Providing essential support that assists students in accomplishing their educational goals,

2. Enriching the lives of children and families by providing quality early care and education that: enhances the chiid's growth and development;
maintains a safe and positive environment that promotes critical and independent thinking, creativity, and respectful relationships.

3. Providing effective laboratory experiences for students in the Human Services field that: demonstrate a professiona! level of interaction of
theory and practice; offers opportunities to develop the competencies and skills for professional conduct in their work with children,

4. Strengthen parenting skills through modeling paren involvement and parenting education.

Il. Bunctions and services: (Please provide the basic functions and services for your unit.)

CDS operates four childcare centers at District facilities (SAC, SCC, CEC, and SAC-E) through
the administration of several funding sources, including fee for service, California State
Preschool, California General Childcare, Early Head Start, CCAMPIS, and the Orange County
Children and Families Commission. The childcare centers also function as lab schools for
students studying human development and nursing.

lll. Customers and recipients of services: (Who are the customers/recipients of your

services?)

CDS has a variety of customers both internal and external:
-Children and Families

-Students

-Community Organizations and Agencies

-Faculty and District Personnel

-Funders: CDE, EHS



IV. Staffing: (Please summarize the status of your staffing since the last planning cycle
and concerns.)

CDS is currently fully staffed. However, job descriptions need to be updated to reflect the
positions more accurately.

V. Budgets: (Please summarize the status of your department budget and concerns)

The closure of the Orange Educational Center has significantly impacted CDS's budget. CDS
has been unable to meet the Average Daily Attendance numbers needed to receive full
apportionment. The full impact to the budget will not be known until closer to the end of the
school year due to the implementation of mitigation measures. CDS has opened twilight classes
and remained open during inter-sessions and breaks to recoup funding.



V1. Department Assessment: (Please provide internal assessment of your department
(by all unit staff) and external assessment (from data provided by the District
Services Satisfaction Survey, as well as other sources that your department would

like to use). What recommendations would you like to bring to the District’s
attention?

Internal Assessment:

CDS developed a comprehensive strategic plan to outline a collective clear path for the
department. The strategic plan process included input from all CDS staff (classroom staff,
clerical staff, home visitors, and center directors), community partners, and recent audit

findings. The strategic plan findings are listed (and how they will be addressed) in the work
plan section.

External Assessment:

The CDS strategic plan is a hybrid of external and internal assessment of the department. The
findings of the District Services Satisfaction Survey were consistent with the items being
addressed in the strategic plan.

Recommendations:

No recommendations at this time.
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Rancho Santiago Community College District
District Services Administrative Unit Review

District Safety & Security
2013-2015

l. Department Mission Statement: (Please provide a mission statement for your unit.)

The mission of the District Safety and Security Department of the Rancho Santiago Community
College District (RSCCD) is to serve and protect the people and property at all district locations
to ensure a safe and secure educational environment that encourages personal and intellectual
growth.

ll. Eunctions and services: (Please provide the basic functions and services for your unit.)

Using a community policing model, officers work with the college community to solve problems and create
a safe learning environment,

Officers patrol campuses cffectively and visibly to deter crime and to be available to provide customer
orientated services to students, staff and visitors.

Respond to serious incidents and emergencies, providing first aid to injured or ill persons.

Respond to criminal incidents and other disruptive events rapidly and appropriately, making efforts to
restore a peaceful environment.

Request help from local law enforcement agencies when necessary.

Maintain accurate documents, records and reports about incidents, crimes, emergencies and daily activities.
Enforce parking and traffic regulations on campus to prevent accidents and ensure pedestrian and vehicular
safety

Address student disciplinary problems and to prevent potentially violent activities with student services
staff.

Monitor fire and life safety alarms systems and intrusion alarm systems to ensure proper functioning and to
ensure timely response to alarm activations.

Ill. Customers and recipients of services: (Who are the customers/recipients of your
services?)

Faculty, staff, students and visitors on campuses.



IV. Staffing: (Please summarize the status of your staffing since the last planning cycle
and concerns.)

Since our last planning cycle the staffing levels have remained static, due to budget constraints. When vacancies
have taken place the positions have always been filled as soon as possible. Including managers we have 18 full
time employees, consisting of 3 supervisors, 2 dispatchers / clerks and 13 full time officers. There are aiso 17 part
time officers and 5 reserve officers contributing for at total of 40 staff for all campuses and centers. These staff
patrol the campuses, Continuing Education sites and provide administrative support for the department. The Staff
at SAC operate on a twenty four hour seven days a week basis, providing coverage to the whole District on the
graveyard shift. SCC operates from 7 am to |1 pm providing coverage seven days a week for 16 hours a day. As
SCC has expanded, with new buildings, many sporting events, and increases in the number of students it is
anticipated that there is need for twenty four hour seven days a week coverage at that site. Also as a result of this
expansion the amount of calls for service have increased dramatically and the recruitment of a full time

dispatcher / clerk is required as well. The continuing education sites, at CEC and OEC, have security present
when our staff are present or classes are in session. This equates to 16 hours Monday through Friday and 8 hours
on a Saturday. At this time Safety Lieutenants are on call twenty four hour seven days a week to respond to all
emergency incidents. In order to provide support to the Lieutenants, who supervise at SAC and SCC, it is
anticipated that there is a need to have the 'Sergeant' role made a substantial manager position. In addition to the
support for the Lieutenants, this will provide 16 hour a day supervisory coverage. It is envisaged in this planning
cycle that there may be a turn around of staff. Several of the full time officers have indicated they may be retiring
over the next couple of years. This will bring with it challenges as these officers are senior and have immense
experience in their roles. To mitigate this a more robust training program for the new hired officers will be
implemented. In September 2013, the Chancellor created a Public Safety Task Force to evaluate the department's
staffing and ability to respond to significant safety events such as an active shooter on campus. A consultant was
retained to evaluate the department staffing, training and structure. That report was received this month and is
now being reviewed by the task force. A copy of the Executive Summary is attached.

V. Budgets: (Please summarize the status of your department budget and concerns)

Based upon the recommendations of the Public Safety Task Force, additional resources for
staffing, equipment and training may be required. The actual costs of any recommended
changes are not known at this time, but will be provided to the Planning & Organizational
Effectiveness Committee and District Council when they are identified.



VI.Department Assessment: (Please provide internal assessment of your department
(by all unit staff) and external assessment (from data provided by the District
Services Satisfaction Survey, as well as other sources that your departiment would
like to use). What recommendations would you like io bring fo the District’s
attention?

Internal Assessment:

In September 2013, the Chancellor created a Public Safety Task Force to evaluate the
department's staffing and ability to respond to extreme emergency events such as an active
shooter. The task force was made up with representatives from faculty, students, staff and
administrators. A consultant was also retained to evaluate the department staffing, training and
structure. This report formed a large part of our internal assessment. Additionally all the
members of the department were asked for their opinions on how the department would be
improved. A copy of the Executive summary is attached.

External smeni:

Most of the responses, from the District Satisfaction Survey, were good or excellent in terms of
our overall service. The SCC safety team scored slightly higher than SAC safety team. In spite
of this there are some who expressed concerns in the written comments regarding the
departments customer service, citing incidents when officers did not provide the customer
service orientated response expected. There were also written comments indicating that the
college community do not see officers patrolling in areas of high pedestrian traffic, or that
officers are often in their vehicles patrolling in the parking lots.

Recommendations:

- Implement the staffing, equipment and training recommendations developed by the Public
Safety Task Force.

- Conduct training with all officers and staff on customer service and community policing
models.

- Introduce a formal training program for new recruits and more regular training for current
officers.

- Assess the T3 Electric Stand up Vehicle (ESUV) and the increased visibility on our campuses.
- Appoint a part time Environmental Safety and Emergency Services position to maintain
emergency response plans, conduct emergency drills and table tops exercises on campuses.
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Executive Summary

Rancho Santiago Community College District Security Recommendations

Public Safety Task Force

In September 2013 the Chancellor created a Public Safety Task Force (PSTF) to assess the
current state of preparation by RSCCD for extreme threats to public safety, such as the intrusion
of a shooter at one of their facilities. The purpose of the Task Force is to make recommendations
as to how the district and colleges can improve on current practices and increase the level of

preparation for extreme events.

This following is an executive summary of the recommendations to be made to the PSTF.
A. Personnel

Structure of Safety & Security

Recommendation 1: Transition from current unarmed public safety to a hybrid armed non-sworn

department.

Joint Training

Recommendation 2: Establish close working relationships with local police departments in Santa

Ana and Orange by training together whenever possible.
Recruitment of additional officers and increase supervisory coverage

Recommendation 3: Recruit additional officers to provide graveyard coverage at SCC and

create supervisory positions to support Lieutenants in their roles and recruit accordingly.

Environment Safety and Emergency Services

Recommendation 4: Recruit a part-time Environmental Safety and Emergency Services position



B. Non-Personnel

Community Policing

Recommendation 5: Formalize training in Community Policing for Safety and Security

Department.

Written Policies and Formal Agreements

Recommendation 6: Memorandum of Understanding (MOU) and Mutual Aid to be developed
with both local police agencies (SAPD and OPD) for planning, training and responding to a

need for local law enforcement services on RSCCD property.

Interoperability

Recommendation 7: The Director of RSCCD Security should work with local Police Chiefs to

gain access to their existing 800 MHz radios systems in the event of a shooting on campus or an

emergency.

Media and Public Relations

Recommendation 8: Establish a close working relationship with the PIO’s of both SAPD and
OPD. Develop a marketing plan for the administrators, faculty and students to be aware of what

to do in case of an emergency such as an Active Shooter.

Mass Communication

Recommendation 9: Purchase a single sign on mass communication platform to use in the event
of an extreme emergency. Also make it an ‘opt out’ system so that all the campus community is

automatically signed up when registration takes place.

Coordination Plans

Recommendation 10: RSCCD campus Safety & Security and local police from Santa Ana and
Orange must coordinate with each other in order to be prepared to respond to critical incidents

such as an Active Shooter.



Orange County Police Chiefs and Sheriffs Association

Recommendation 11: It is strongly recommended that the Director of Security for RSCCD

become an associate member of the OC Chiefs and Sheriffs Association.
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Rancho Santiago Community College District
District Services Administrative Unit Review

Economic and Workforce Department

2013-2015

|. Department Mission Statement: (Please provide a mission statement for your unit.)

Serve as liaison between the colleges and private industry; collaborate with the colleges,
employers, advisory committees and other community partners to identify workforce education,
training and instructional needs in the region; provide direct services such as seminars,
workshops, training, one-on-one small business consulting, curriculum development, faculty
training and professional development opportunities.

Il. Functions and services: (Please provide the basic functions and services for your unit.)

Manage, administer and ensure compliance of state and federal economic and workforce
development grants.

Faculty training and professional development opportunities.

One-on-one consulting for small businesses.

Seminars and workshops for small businesses.

Customized training programs for industry.

Plan and develop events that bring industry to our colleges and district.

Work with industry to identify local workforce needs.

Establish corporate advisory committees that assist in identifying workforce training and
instructional needs.

Work with and serve on Workforce Investment Boards and Chambers of Commerce to identify
workforce training needs and opportunities.

Work with banks and other corporations to generate private sector grants.

lll. Customers and recipients of services: (Who are the customers/recipients of your
services?)

Faculty

Students

RSCCD, SAC, SCC employees
Small Businesses

Industry

Local workforce

Entrepreneurs



IV. Staffing: (Please summarize the status of your staffing since the last planning cycle
and concerns.)

The state Chancellor's Office restructured all of the economic and workforce development
programs in 2013. RSCCD applied for and received 6 of 6 grants that allowed the department
to use current employees as match, attract private sector monies as additional match, and move
some managers' salaries from general fund to grant funds. The new grants have also allowed
the department to hire three business services coordinators without impacting the general fund.

V. Budgets: (Please summarize the status of your department budget and concerns)

Since all of the economic and workforce development grants are either state or federally funded
any increase or decrease in funding or continuation of the programs are dependant on decisions
made by the funding agencies at the state and federal levels.



VI. Depariment Assessment: (Please provide internal assessment of your department
(by all unit staff) and external assessment (from data provided by the District
Services Satisfaction Survey, us well as other sources that your department would
like to use). What recommendations would you like to bring to the District's
attention?

Internal Assessment:

The restructuring of all the economic and workforce development programs at the Chancellor's
Office continues to be a learning experience for our staff. Although our managers and staff are
very experienced in the area of economic and workforce development, the restructuring has
them working under new rules and with new industry, community and educational partners.
Being the first year of the restructuring our managers and staff are dealing with rapidly
changing rules and regulations while focusing on staying in compliance. Although this is
frustrating at times it is also incredibly positive and exciting as all of the department's programs
are now working closer with faculty and deans at both colleges. In regards to staffing, similiar
to all other departments, the programs are short staffed and thus are not able support all of the
programs and projects they would like to support at the colleges.

External Assessment:

The survey resulted in average to above average ratings in most categories. However, its clear
that the department needs to increase and strengthen its communication with the colleges in
regards to its current activities with faculty, deans and college based programs.

Recommendaiions:

Lock at ways of keeping the colleges better informed on current activities between faculty,
deans, college based programs and the department's economic and workforce development
programs. Increase the dissemination of information of how faculty can work with and benefit
from working with the department's economic and workforce development programs.
Collaborate and plan with the colleges on future economic and workforce development
programs.
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Rancho Santiago Community College District
District Services Administrative Unit Review
Facilities Planning, District Construction & Support Services

R 2013-2015

|. Department Mission Statement: (Please provide a mission statement for your unit.)

The purpose of the Facilities Planning, District Construction and Support Services Department is to ensure the district's 1.2
million square feet of building inventory is adequate, safe and maintained to support the district's educational programs,
services, administrative functions and other operations. The department is responsible for the planning, design, construction,
operation, and maintenance of all RSCCD facilities and grounds. The department endeavors to provide leading quality
educational facilities and strives to provide excellent service to our constituents. The safety and well-being of all district
students, staff and program users are of utmost importance. In collaboration with our colleges and other facility program
partners, we endeavor to provide sustainable, efficient and adequate facilities that are responsive to the needs of users as well as
encompassing the values of sustainable design practices. The department is committed to responsibly supporting and managing
assets entrusted to us in the most cost-effective manner possible for both current and future generations.

Il. Eunctions and services: (Please provide the basic functions and services for your unit.)

Manage all capital improvement projects at district facilities, including, renovation, reconstruction,
new construction, scheduled maintenance, capital facility projects funded by the district, including
state funded capital projects.

Ensure facility compliance with the Division of the State Architect and other regulatory agencies.
Plan, develop, oversee design, agency approvals, bidding and award of construction contracts,
budget development and management for projects, contract management, project implementation
and construction, certification and close out.

Maintain all facility related documents and archives related to facilities, including lease documents,
reports, planning, design and construction documents for capital projects. Includes all blueprints and
CADD drawings.

Plan, maintain budget and negotiate rates for all utilities for entire district

Maintain permits issued by governing agencies.

Manage maintenance of the district office facility.

lll. Customers and recipients of services: (Who are the customers/recipients of your

services?)

District Office RSCCD employees

District Office tenants

Visitors to District Office

Staff and students at Santa Ana and Santiago Canyon Colleges and other District facilities
General population that uses district facilities for non-college related activities

General public at large, taxpayers, businesses

Vendors, consultants, contractors



IV. Staffing: (Please summarize the status of your staffing since the last planning cycle
and concerns.)

The Department is in the middle of implementing a reorganization (see attached reorganization
chart).

There are new hires: Director, Two Specialists and a retitle/new job description of a Supervisor
position which recently got hired We are currently in the middle of hiring new positions:
Senior Accountant, Part Time Senior Admin Clerk, Two Project Managers, and 3 Part Time
Custodians. We have eliminated an Admin Secretary position as well.

V. Budgets: (Please summarize the status of your department budget and concerns)

Due to the reorganization of the department, the department budget needs to be refreshed and
updated for such changes in the next fiscal year. This is currently under review and changes are
being made to support the reorganization. There have been savings in some of the vacancy
positions while adding new positions. On-going service contracts for maintenance of the district

office and additional assessments are underway as there needs to be additional work on the
building as there is a high public usage.



Vi.Department Assessment: (Please provide internal assessment of your department
(by all unit staff) and external assessment (from data provided by the District
Services Satisfaction Survey, as well as other sources that your department would
like to use). What recommendations would you like to bring to the District’s
attention?

Internal Assessment:

The majority of staff is new to the department and we are undergoing a reorganization and
hiring new employees. The budget reductions and lack of filling vacant positions has
diminished the quality of service and support the Department has been able to provide overall
but yet the Department has been able to move capital facility projects along and prioritize work
as best they could. We have an opportunity now to establish/reestablish workflow practices,
improve business procedures and practices, clearly articulate expectations, goals,
priorities,duties and objectives that can assist us in providing the level of service needed for the
department and our District. Given the District's size and number of facilities we need to
manage, there is much room for improvement in our level of service we can provide as a
Department in years to come.

External Assessment:

The survey resulted in average ratings in most categories. Feedback from college campus Vice
Presidents and the Physical Resource Committee, Santa Ana Facilities Committee, and the
Sustainable Resource Committee have provided some feedback on the department.

Recommendations:

Look at areas of improving timeliness, responsiveness, follow through, quality of work, provide
customer service, and providing expertise in areas of responsibility. Providing proper guidance,
support, oversight. Clearly delineating roles of District Office Facilities Department and the
support/service it is to provide to the Colleges and other District Facilities. Continue staff
training and development.
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Rancho Santiago Community College District
District Services Administrative Unit Review

FISCAL SERVICES
2013-2015

I. Department Mission Statement: (Please provide a mission statement for your unit.)

The primary mission of the Fiscal Services Department is to efficiently and effectively serve as the financial
center for the District’s fiscal operations while providing excellent service to our various “customers”. Our
main functions include budgeting, accounting, accounts payable, payroll, and Datatel project management.
In conjunction with the colleges, the Fiscal Services Department coordinates the annual budgetary process
which establishes the expected District revenues, manages general fund and other special funds, properly
records actual revenues and expenditures, assures the timely payment of district obligations for the payment
of wages and salaries to staff and outside contractors and vendors, provides reports for monitoring budget
and expense performance, and complies with external reporting requirements.

II. Functions and services: (Please provide the basic functions and services for your unit.)

See Attachment #1

lll. Customers and recipients of services: (Who are the customers/recipients of your
services?)

All District divisions and departments
Public requesting information
Federal, State and Local Agencies
Private organizations and foundations
Students

Vendors



Attachment 1
I1. Functions and services:

These areas ensure all district accounts and funds undergo an annual independent financial audit and
follow-up and resolve any related audit issues. We monitor federal, state, and local law changes and
revise our practices and procedures as necessary to comply with applicable provisions. We prepare a
variety of financial and investment reports, forecasts and projections, cash flow statements, and other
various information, calculations and reports for use by internal and external users. We prepare the annual
budget assumptions for review and discussion with the Fiscal Resources Committee, establish the revenue
budgets, and provide the campuses with their expenditure allocations. We record, summarize and analyze
all financial and budgeting transactions for all District funds. We provide reporting for Full Time
Equivalent Student (FTES) information compared to target, and fully satisfy compliance reporting and
internal requests for attendance information. We also coordinate student financial aid disbursement
activities with Financial Aid and Accounts Payable departments and perform internal audit functions as
necessary.

Accounts Payable

The Accounts Payable Department performs the primary non-payroll disbursement function for the
District which plays a critical role in its financial cycle. We process for payment the general obligations
of the District in accordance with current state and federal laws, education code, district policies and
procedures and audit practices. To comply with this we ensure the accuracy, completeness and
appropriateness of payments made to outside vendors for goods and services, to staff for expense
reimbursements and to students for grants, tuition refunds, stipends and other reimbursements.

In addition, we are responsible for the consistent application of relevant controls, policies, procedures,
Federal and State laws in payment processing therefore we disseminate, explain and interpret district,
state and federal regulations related to accounts payable functions and implement new district policies and
procedures resulting from new legislation. We assist the district in accomplishing its objectives by using a
systematic, disciplined approach to evaluate and improve the effectiveness of the entire payables process.
Furthermore, we undertake wider roles in fraud prevention, cost reduction, workflow system solutions,
cash-flow management and internal controls.

To effectively carry out our functions, we maintain good relationships with vendors through accurate and
timely payment and response to inquiries. We closely monitor our timing of payments in order to take
discounts, maintain satisfactory credit ratings and avoid or minimize interest expense and penalties due to
late payments. We also coordinate the accounts payable activities with the Purchasing Department,
Warehouse or receiving departments. We maintain effective relationships with the Orange County
Department of Education (OCDE) personnel and departments for a smooth payment processing.

The department provides for an efficient document processing through district-wide centrally-controlled
vendor files and vendor payment history. We perform Taxpayer Identification Number (TIN) matching
against IRS and SSN records district wide to properly identify correct SS# for students and maintain
accurate 1099 payee information to decrease backup withholding and penalty notices and reduce the error



rate in TIN validation. We establish and maintain vendor records and archiving of files in accordance
with county, local, and state requirements and IRS regulations.

Accounts Payable is required to prepare, withhold, remit and file quarterly and annual reports to Federal
and State Agencies for 1099, 1042, 592, 542, etc. We also prepare and provide reports to the Board of
Trustees and listings, schedules, documentations and files to OCDE and internal/external auditors.

Payroll

The Payroll Department is responsible for the collection, preparation, and the timely and accurate
processing of the payroll. This includes the proper calculation of payroll taxes and retirement information
for all district employees. We process retroactive payments, contract changes and corrections on an as
needed basis. Payroll serves as a resource to all district employees regarding any and all payroll issues.
Our Payroll Specialists analyze source documents from Human Resources and Risk Management to
ensure proper taxation and withholding to each employee. The payroll staff assures compliance with all
Federal and State regulations, along with District policies and procedures. Our staff also assists other
departments with calculating budget costs associated with new positions.

The department continually updates and adapts to changes in accounting, tax and retirement law
regulations. This ensures that our employees pay is accurate and our employees will have up to date
salary calculations. The Senior Payroll Specialist maintains records of each employee voluntary
deductions and all remittances. This includes any voluntary insurance, union dues, membership dues,
savings accounts, retirement accounts, etc. The Payroll staff maintains and updates the Employee
Information System with Leave Activity, Pay Check calculations and W-2 copies. This website is
available to all employees from any computer at any time. The staff verifies all leave taken to assure
compliance with Education Code requirements, collective bargaining agreements. The Accounting
Manager of Payroll holds Quarterly Timekeeper meetings to keep all sites up to date with Leave
procedures and policies.

With the help of our new Employee Time and Attendance system we balance and process each employee
absence on a real time system. We post accruals and absences taken and running balances that are
available to each employee through any computer and at any time. This allows our employees to monitor
their leave time with the most current balance information available.

Using our scanning program, payroll audits and files various forms and timecards for historical
documentation. We now audit leave forms in this system as they route electronically from the employee
to the supervisor’s approval and payroll’s auditing and finally the posting of the leave in the Employee
Time and Attendance System (TNAS/EIS). The timesheets also follow this approval/auditing routing, but
instead are posted to the County’s payroll system for payment.

The Accounting Manager of Payroll audits, reconciles and files annual, quarterly and monthly reports to
Federal and States Agencies. These forms include W-2, W-2C, 1099, 941, DE9423, etc. We process and

oversee our third party administrator for our Tax Sheltered Annuity (403(b)) and Deferred Compensation
(457) plans.



The department prepares and provides necessary schedules, documentation and files to various auditors.
Whether it be our Internal, external auditors or Federal Grant auditors, we furnish all employee payment
information to comply with various accounting procedures and Federal and State laws.

Project Management

The District is currently operating on a fully integrated system called Datatel, an institution-wide
information system package serving three key areas: Finance, Human Resources (HR) and Student
Services. Project Managers are assigned to each of these areas. One of our primary duties is to provide
ongoing support to end users in the most responsive method possible.

Under the direction of the Assistant Vice Chancellor of Fiscal Services, the Finance Project Manager is
centrally located at the District Office. We work directly with Information Technology Services (ITS) to
coordinate with HR and Student Services to get the most out of our integrated system. We also continue
to assess current financial processes and reporting needs of end users and external agencies. Finance
training manuals were developed during the implementation stage and they are being updated every year
as we provide general ledger/ budget training to new Datatel users.

We act as a liaison among the functional department management and staff, ITS staff, vendors and
consultants. It appears that effective and collaborative working relationships have been established
between Project Managers and staff throughout the last five years of Datatel implementation. By using
approved processes, related procedures and workflows, we constantly assess the operational integrity of
the system. We work directly with ITS to review and test new patches as Datatel deploys them. We
continue to update our procedures on adding new users into the system with appropriate security classes.



IV. Staffing: (Please summarize the status of your staffing since the last planning cycle
and concerns.)

Since the last planning cycle, the Fiscal Services department has been reorganized with a net
decrease in staffing of .5 FTE. The Director of Accounting position and two accountants have
been eliminated. Our .475 FTE Senior Account Clerk has been transferred from Accounts
Payable to Payroll. Our Internal Auditor, who had been previously reassigned as a Project
Manager, is back full time in internal audit, and an Audit Specialist vacancy was created. In
addition the department hired a new Manager of Fiscal Services. Other than the Audit
Specialist, which we plan to fill in 2014, the department is fully staffed at this point. See the
attached organization chart.

V. Budgets: (Please summarize the status of your department budget and concerns)

Comparing the Adopted Budgets, the total budget for the department in 2010/11 was $2,921.028
versus $3,069,680 for 2013/2014, an increase of 5% over this period. Of the total current
budget less than 6% is related to non-personnel related cost. The cost increase during this
period is largely attributed to the rising cost of various contracted services. In this next cycle,
the department is researching bringing some previously outsourced tasks in-house to save on
these costs in the future. Though there will be increasing costs for salary and benefits of current
staffing, we see no need to request an increase in the department budget otherwise at this time.



V1. Department Assessment: (Please provide internal assessment of your department
(by all unit staff) and external assessment (from data provided by the District
Services Satisfaction Survey, as well as other sources that your department would
like fo use). What recommendations would you like to bring to the District’s
attention?

Internal Assessment:

See Attachment #2

External Assessment:

The district-side survey results regarding overall quality of services showed an average rating of
4.13 (out of 5) for Accounts Payable, 4.43 for Payroll, and 4.10 for Fiscal and Accounting.
There were similar overall ratings related to helpfulness, knowledge, availability and timeliness.
Though these all fall in the Good to Excellent rating, there is still room for improvement.
Specifically in the Fiscal and Accounting and Accounts Payable areas, 5% of the respondents
indicated our services overall were below average or poor. And 18% in Fiscal and Accounting
and 15% in Accounts Payable felt our services were just average. While there were several
positive statements made related to all three areas in the survey, there were also many negative
comments as well. These are unacceptable results and our department will work to improve our
service levels during this next cycle.

Recommendalions:

Based on our internal assessment and the district-wide survey results, the department will strive
to improve our customer service in various ways, including, but not limited to: Cross-training,
timeliness, friendliness, respectfulness, communication skills, answering of phones, consistency,
and remembering we are here to serve the colleges. In addition, based on the suggestions, the
departments will create a FAQ set of procedures and post to the website.



Attachment 2

V1. Department Assessment:

Fiscal Services delivers accurate and timely information as required by laws, contracts, vendors,
departments and employees at all times. The department staff meets to discuss and improve its services,
and also holds periodic meetings with ITS and key stakeholders to discuss more efficient ways to do
business. Services provided are relatively comparable to other Districts, though all Districts are unique.
In some cases more services are offered at RSCCD. A new evaluation mechanism will be created in this
next cycle to help us continually improve.

Accounting

The 2011/2012 fiscal audit issued on November 26, 2012 identified no material weaknesses over internal
controls or audit findings to our financial statements. Four Federal compliance findings were disclosed
related to 1) Early Head Start regarding expending money to independent parties that have been
suspended or debarred by the Federal government, 2) direct loans in Financial Aid and the college’s lack
of documentation regarding reconciliations between SAS data and the loan detail records, 3) CAMP
program eligibility, and 4) the TRIO programs not inactivating participants in the system. Additionally,
there were three State compliance findings related to 1) To Be Arranged (TBA) hours for one course,
which resulted in an overstatement of Full-Time Equivalent Students (FTES) of 0.41, 2) the development
of an Extended Opportunity Programs and Services (EOPS) and Cooperative Agencies Resources for
Education (CARE) advisory committee to periodically meet to ensure funds are spent in accordance with
the guidelines of the programs, and 3) California Work Opportunity and Responsibility to Kids
(CalWORKSs) regarding documentation of eligibility for the program verified by the county contained in
the respective student files. The District has established an appropriate corrective action plan to address
these findings prospectively, and no audit adjustments were noted in the report.

The Accounting Department has successfully performed fiscal monitoring of $36.5 million in Federal
awards and $14.3 million in State awards and a total number of 194 special projects and grants. The
department processed over 2000 budget transfers, over 4,300 journal entries and created over 4,200
general ledger accounts in Datatel.

Staff spent a considerable amount of time during this year refining and communicating the year-end
closing calendar to ensure proper cutoffs and effects on all departments with the goal of closing on time
with the Orange County Department of Education.



Fiscal & Budget

A few major projects took place in fiscal year 2012/2013 with ITS. Work was initially completed for the
absence e-forms and timecard e-forms for the Payroll Document Imaging project in September 2012.
Orange Education Center and Centennial Education Center were the first ones to go live in using the
electronic absence e-forms May 2013. Then other groups of individuals were brought on board and we
continue to introduce small groups to this new process. As for timecard e-forms, it has been requested by
the sites that Fiscal Services and ITS revisit the format for timecard e-forms. The sites would like for ITS
to customize the e-forms to bring in data directly from Datatel for the part-time faculty. We will begin
this process mid-November 2013.

Position control phase I covering salary payroll encumbrances was finished in February 2013 and the
entire district went live with it in the following month, March 2013. Benefit encumbrances will be phase
11 of position control and it has been placed on the priority queue for ITS. Sites are reviewing reports and
using the payroll encumbrances to assist them with their budget development process. Once benefits are
encumbered, we will move into the final phase of position control. The final phase will allow individuals
to quantify budgeted positions, track vacancies, and ultimately prevent budget deficits.

By June 2013, more than 475 users were trained in the general ledger and purchasing components of the
Datatel system. Working together with ITS, Student Services and HR, we have successfully deployed
over 41 software updates for this fiscal year. Some of the software updates are considered patches and
others are enhancements and new features in Datatel. Software updates are always a central component
of our Datatel system. Without testing and deployment of these updates, our integrated system would not
operate properly and users would face many obstacles in performing their day to day tasks.

Fiscal Services worked closely with ITS on the migration of the District’s entire database. We converted
from the Oracle software to the Sequel software, which is becoming more prevalent for many Datatel
districts to do. This project started late in 2010/2011 fiscal year and the conversion actually took place
mid-July 2012, at the beginning of fiscal year 2012/2013. It was truly a team effort. The students team,
human resources team and fiscal team all worked along-side with ITS to make this major migration
happen successfully. We all did a great deal of testing in all Colleague environments to ensure that things
were not getting missed. Kudos to ITS for a job well done! Once the conversion took place over the
weekend, Fiscal came across a few minor problems with Colleague Finance but ITS was able to fix them
all within the same week.

Accounts Payable

Fiscal year 2012-2013 was a year full of challenges for Accounts Payable both from internal and external
factors. First, there was the establishment of a new Fund 13, the General Unrestricted One-Time
Carryover Fund which in the beginning, created some G/L posting problems for payments. Secondly,
when the district converted from Oracle to SQL, this slowed the 5-step check printing process from one
minute and twenty seconds to three minutes and ten seconds per check run. Additionally, there was an
incident during positive pay file transmittal that the system showed “not responding”, a default behavior
of SQL. This involved ITS programming to modify the code until it was corrected.



On the external side, the IRS revised the W-9 in December, 2011 for use in 2012. Under the revised w-9,
there were additional federal tax classifications like C Corporation, S Corporation and Trust/estate.
Because of this we had to review all non-individual 1099 vendors to ascertain that they are classified
correctly. This involved the tedious task of obtaining their current W-9 and updating the data in the
system.

The introduction of AB 1162 (Frazier) Student Financial Aid Debit Cards, prompted the district to send
Request for Information (RFI) to various agencies who provide Financial Aid Payment Services through
debit cards, prepaid cards or preloaded cards. Accounts Payable was involved in analyzing responses
taking into consideration important factors like legal compliance, Personal Identifiable Information (PII);
student privacy rights and Family Educational Rights and Privacy Act (FERPA); account features;
deposit, withdrawal and delivery options; customer support capabilities and notifications; participating
networks and locations; services, implementation and maintenance plan; fees and other charges; etc.

When California State Board of Equalization (SBE) required all e-merchants, including Amazon, to
collect sales tax for all online purchases effective September 15, 2012 this changed the way we processed
payments for sales tax. We have always self-assessed use tax using our tax rate for our online purchases
which we remit directly to SBE. Amazon, which is used by our libraries for book purchases, ships from
different locations and therefore uses different tax rates. We have to ascertain that we pay them our sales
tax rate on every purchase.

This year, we made several payments to International Vendors in conjunction with sponsorship for
student recruitment in Asia, South America and Europe and the trade mission in Mexico. We
encountered difficulties in obtaining required documents to process payment like the W-8BEN Certificate
of Foreign Status of Beneficial Owner of US Tax Withholding. An additional problem occurred when
Mexican Customs held our check payment to the vendor for a week then the bank would have held the
amount until the proceeds are collected, due to the large amount. To rectify this, we asked for the original
check, voided it and replaced it with checks with amounts of less than $7,000 each.

The Accounts Payable had our share of fraud incidents. There was a case of someone using the Santa
Ana College’s return address to mail bogus financial aid checks using photocopied online stamps. The
Post Office wants us to pay for the stamps because the sender used our return address. Then, there was the
Financial Aid Student who deposited 3 checks, 2 of which belonged to someone else. Another one was a
prepayment for customized service to a non-existing company. Lastly, there was a financial aid check we
issued that was cashed at a supermarket dishonored by our bank for stop payment. This check was
reported lost and was therefore cancelled. The supermarket was demanding payment. We referred the
matter to Orange County Department of Education who handles this.

Payroll

We have completed the development of the Electronic Leave form. We are now in the Security and
training phase. We expect to complete the training phase by June 2014. The next task will be the



development of the Electronic Time Card through our new Image Now Scanning Document software.
We hope to complete the development by next year.

Our payroll staff is processing the first of an expected five Retro Active payroll cycles this fiscal year.

As of June 30, 2013, the payroll department processed 37,504 pay checks. We generated 3,731 W-2
forms in 2012 for a total gross payroll of $103,580,857.

Payroll is currently scanning the history portion of our Document Scanning project. We have scanned
through the letter “D” and hope to complete this task by 2015. We are up to date with our scanning of the
current documents that began in July 2012. We are planning to have all historical payroll miscellaneous
files scanned to our new system by the end of 2014.

Payroll is continuing to work with PERS and STRS reporting issues to keep the Penalties and Interest
charges to a minimum. These charges would be due to late or inaccurate reporting of retirement
withholding. These charges began with the 7/1/2012 payroll cycles. We now must process any
retroactive payments (including COLA’s) within 30 days of the Board approval. This is a very tight
timeframe for HR and payroll to comply with.

Due to Pension Reform, Payroll now processes 5 different types of retirement systems. We have PERS
Classic, New PERS, STRS 2%@55, STRS 2%@60 and PARS. These changes have added an extra load
of complexity to our payroll reporting.

Due to new legislation we are providing files for the Value of our Health Insurance, Group Term Life
Insurance and additional .09% of Medicare on earnings over $200,000 to be up loaded to our employee
W-2 forms.

With the Affordable Care Act (ACA) payroll will now be responsible for reporting of Hourly employees
and their hours worked each pay cycle. When an employee works 30 hours or more in one week, the
ACA is now requiring we offer these employees Health Insurance Coverage. This monitoring is complex
and requires accurate details in order to comply with this new legislation.
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Accounts Payable Graphical Information
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Rancho Santiago Community College District
District Services Administrative Unit Review

Human Resources

R 2013-2015
I. Department Mission Statement: (Please provide a mission statement for your unit.)

The mission of the Human Resources Department is to provide high-quality professional
assistance to our colleges and District in the areas of employee relations, recruitment, and
training opportunities. Our goal is to effectively develop, implement and communicate sound
and principled policies and procedures that contribute to the well-being and core values of the
institution which include fair and equitible treatment of our employees, open and transparent
communications, trust, integrity, and mutual respect.

II. Functions and services: (Please provide the basic functions and services for your unit.)

Human Resources is responsible for personnel recruitment and the selection processes for all
positions in the district; training and professional development for district employees and
orientation for new employees; collective bargaining and implementation of collective
bargaining agreements; administration and maintenance of all employee records; compliance
with state and federal and regulations; management of performance evaluation processes,
employee discipline and complaints, and employment related investigations.

lll. Customers and recipients of services: (Who are the customers/recipienis of your
services?)

Human Resources serves the entire district and all of the employees in the District. We also
serve all applicants for employment and the general public.



IV. Staffing: (Please summarize the status of your staffing since the last planning cycle
and concerns.)

In 2008, before the lay-off occurred, the Human Resources Department had 3 HR Analysts, 5
HR Technicians and 1 Administrative Clerk. During the lay-off, the Department was reduced

by 2 HR Technicians and 1 Administrative Clerk. Most recently, we were provided an
Administrative Clerk through transfer.

The Department continues to struggle with the loss of 2 technical positions.

V. Budgets: (Please summarize the status of your depariment budget and concerns)

Please see attachment



Vi.Department Assessment: (Please provide internal assessment of your department
(by all unit staff) and external assessment (from data provided by the District
Services Satisfaction Survey, as well as other sources that your department would
like to use). What recommendations would you like to bring o the District's
attention?

Internal Assessment:

The Human Resources Department has been experiencing an unprecedented volume of work in the past 18 months as the institution recovers
from the economic downturn and continues to restore programs and services. In effect, the organization is resetting uself to pre lay-off standards
without the commensurate HR restaffing that is essential to meeting our challenges and goals. Hiring keeps increasing, and the district has
forged bargaining agreements with the various unions 1o restore pay increases for employees that were suspended during the austerity years,
including a steady stream of “catch up” and "retro” rate and step increases. Since December 2012, HR has batch processed six discrete step
mncrease events (two for CEFA, three for FARSCCD, and one for CSEA) and has also batch processed four rate increase (COLA) events, Each
of these events involves determining rate and/or step increase eligtbility which is a conveluted process because the District has less-than-optimat
reporting systems and non-integrated HR, Payroll, and Benefits systems. Nevertheless, we have successfully kept up with the processing
deadlines and are proud of the work and interdepartmental cooperation that has resulted in employees continuing to be paid accurately and on
time. Employee compiaints about their paychecks due to HR error is virtually non-existent.

Our workflow continues to expand in scope and complexity, the result of increased external demands and regulations (ACA, FMLA, STRS
accountability, etc.) as well as increased internal demands from new policies and system enhancements (Budget Encumbrance, Position Control,
ImageNow systems, District website, etc ). Each of these initiatives brings new responsibilities 1o HR, in terms of new screens that need to be
updated and/or new reports that need to be run, analyzed, and responded to. Having data is good, but now there is more data to input, update,
and track; therefore, we are constantly stretching our resources at the current level of staffing.

External Assessment:

The recent District Services Satisfaction Survey results indicate that overall the HR department
is viewed in a positive manner and is characterized as an important source of assistance to the
colleges and district community.

However, there were concerns raised about responsiveness of the HR staff to phone calls and
emails, the timely processing of status change forms, the timely updating of our website, and
elements of the hiring process.

Recommendations:

The Human Resources Department is staggering under the weight of providing service and
support for the District with a workload that has only increased in scope and complexity but
where the staff that supports this workload has been significantly reduced. The Department
needs to restore two (2) positions to support the challenges and expectations that are being
placed upon it. This would simply replace employee positions that were lost during the lay-off.
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Rancho Santiago Community College District
District Services Administrative Unit Review

Risk Management
2013-2015

I. Department Mission Statement: (Please provide a mission statement for your unit.)

The overall mission of the Risk Management Department is to minimize the risk of loss, financial or otherwise
through the protection of district resources which include employees, students, visitors and property.

It is the mission and goal of the Benefits department to work diligently to provide professional and courteous
support to employees and retirees in the orientation, implementation and equitable administration of benefits in
accordance with applicable state and local laws and regulations, policies and collective bargaining agreements.

II. Fynctions and services: (Please provide the basic functions and services for your vnit.)

RISK MANAGEMENT provides support and resources to staff and faculty on a wide range of
matters including Workers Compensation, ergonomic assessments, safety issues, hazardous
materials, waivers and releases, Certificates of Insurance, subpoenas and other legal matters,
DMV checks, and contract review for proper insurance and indemnification clauses.

The BENEFITS DEPARTMENT manages the medical, dental, and vision plans for eligible
employees and their dependents as well as other fringe benefits such as life insurance,
Employee Assistance Program, Hyatt Legal, and United Pet Care.

. tomers and recipients of services: (Who are the customers/recipients of your
services?)

Risk management services are enjoyed by all employees, students and visitors and Employee
Benefits are enjoyed by benefits-eligible employees and retirees.



IV. Staffing: (Please summarize the status of your staffing since the last planning cycle
and concerns.)

We are at full staff with 3 people in the office and we are able to manage the day-to-day
activities of Risk Management and Employee Benefits. We have done a lot of cross-training so
each of us can help out in other areas when needed, such as open-enrollment. I don't see any
staffing concerns.

V. Budgets: (Please summarize the status of your department budget and concerns)

Our department budget has been adequate as we continually strive to reduce costs.



V1. Department Assessment: (Please provide internal assessment of your depariment
(by all unit staff) and external assessment (from data provided by the District
Services Satisfaction Survey, as well as other sources that your department would

like to use). What recommendations would you like to bring to the District’s
aftention?

Internal Assessment:

We have put out a focus on guest satisfaction, with our guests being our employees and retirees,
and we feel we have made improvements in this area. Diane Loya was hired 2 years ago and
she has made a strong impact in this area. She is very friendly and responsive to the employees
and retirees who have questions about their benefits. We have also made huge improvement to
our Internet and Intranet web sites so more information is available to those who need it.

External Assessment:

The recent District Services Satisfaction Survey confirms that our department is friendly and
responsive to the needs of our employees.

Recommendations:
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Rancho Santiago Community College District
District Services Administrative Unit Review

Information Technology Services

R 2013-2015

l. Department Mission Statement: (Please provide a mission statement for your unit.)

The primary mission of Information Technology Services is to provide excellent, secure
infrastructure, support, and innovation in the delivery of information technology products and
services that foster learning, productivity, and collaboration.

ll. Functions and services: (Please provide the basic functions and services for your unit.)

Although the majority of ITS systems and services are centrally located in the DOC, the
department also provides substantial technical services and staffing to SAC, SCC, and all of the
educational centers and training sites within the district. ITS is responsible for operating and
maintaining the physical infrastructure, required computers, servers, and other equipment to
support the voice and data network. In addition, ITS oversees the core business and
communication systems that include email, telephone, student information, financial, and

human resources reporting and related software. Finally, ITS oversees the core functions of our
public and private facing websites.

Hl. Customers and recipients of services: (Who are the customers/recipients of your

services?)

Students, Faculty, Employees, and Community



IV. Staffing: (Please summarize the status of your staffing since the last planning cycle
and concerns.)

In the past two years, ITS has grown by 5 positions. Savings from converting our wide area network
to a leased line versus commercial line funded the new Director of Network and Communications
position

Savings from professional services contracts funded two new Directors of Informations Systems.
One of these positions will specialize in the business processes for the student systems and the other
will specialize in the business process for the financial systems. There will also be a fair amount of
collaboration between these two director positions because of the crossover between student and
fiscal services.

Finally, with the sheer volume of data that requires high level analysis and necessity of collecting
accurate information, ITS was provided funding to fill two Business Analyst positions. These
analysts will assist the colleges to improve their work flows in order to prevent inaccurate or
incomplete data.

There is still a significant shortfall in training services. ITS will continue to work with TAG and
other governance committees to recommend a mutually beneficial solution to provide faculty with
instructional technology training and employees with business process training. This is evident in
the comments of the District Satisfaction Survey. There were many comments under the Academic
Computer support and Helpdesk that are indicating that service takes too long, need more staff, need
to better understand, and support the faculty needs.

V. Budgets: (Please summarize the status of your department budget and concerns)

ITS is sufficiently funded for the centralized services that we provide including hardware and
software maintenance.

There are, however, three areas of concern regarding funding:

Staffing-- While ITS has grown last year, there is a need to fund more analyst and training
positions to improve business processes and provide training.

New initiatives-- When new initiatives are raised (such as instructional software bundles) that
are outside of the current budget plan, TAG and ITS have a difficult time getting funding.

College computers and classroom technology-- TAG continues to be concerned about the lack
of funds identified to regularly refresh computers and classroom technology. TAG has formally
requested one-time funds to replace 20% of the computers and projectors and recommends that
colleges begin to build this into their campus budgets.



VI.Department Assessment: (Please provide internal assessment of your department
(by ail unit staff) and external assessment (from data provided by the District
Services Satisfaction Survey, as well as other sources that your department would
like to use). What recommendations would you like fo bring to the District’s
attention?

Internal Assessment:

During the financial crisis, ITS worked diligently to keep up with the demands of the District and
colleges. Because of the bare bones staffing during this time frame, formal processes such as project
requests, prioritizing of projects, documentation, help desk systems, recovery processes, and access
controls all suffered. While service was maintained, the lack of formalized processes continued to
hinder the department's effectiveness, transparency, and communication.

Overall, ITS staff have solid strength in technical knowledge, whether it is networking, software, or
programming. However very few individuals within ITS, and district-wide, have the ability to look at
data systemically (i.e. troubleshoot issues or user concerns). The few individuals that have this skill set
get overloaded with questions about data and related processes, and district-wide it is expected that ITS
perform these functions. These constant inquiries and interruptions cause serious delays in project
completion and feedback from outside constituents is that "ITS never gets anything done".

External Assessment:

The satisfaction scores from the District Survey indicated that most people are satisfied with the
quality of service ITS provides. Timeliness of response and availability of assistance scored
lower than staff helpfulness or staff knowledge. This is an indicator that although the caliber of
service provided is high, ITS continues to need more staff. This need for additional staff is
supported by the over 20 comments stating "ITS needs more staff".

Another area of concern from the comments of this survey is that the "lines" of ITS are not
clearly defined. Employees do not understand ITS' area of responsibility.

Frequently, the words "ITS infrustruction”

Recommendations:

The Rancho Santiago Community is a very complex organization. Information and Technology
is part of every faculty, staff, and student's life. ITS is called upon for a wide variety of support
services and the majority of these needs are urgent. The district expects immediate, competent,
and secure service.

In an effort to increase support, ITS will develop mechanisms to manage requests that can meet
expectations while also providing adequate transparency. ITS will continue to develop
analytical skills as its own core competency.
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Rancho Santiago Community College District
District Services Administrative Unit Review

Public Affairs & Publications
2013-2015

l. Department Mission Statement: (Please provide a mission statement for your unit.)

To provide the colleges and district departments with:

» professional public relations messages and materials,

* consistent and effective visual materials that support organizational goals,

« professional website design and content development, and

» cost-effective, high quality publication and document reproduction services.

lI. Functions and services: (Please provide the basic functions and services for your unit.)

See Attachment #1

lll. Customers and recipients of services: (Who are the customers/recipients of your
services?)

Internal

» College/district faculty, staff, and administrators
* Board of Trustees

¢ Students

External

+ Local, regional, and national media

+ Rancho Santiago Community College District residents
+ Santa Ana and Santiago Canyon alumni

« Community-at-large



Attachment 1
. Functions and services:
Public Affairs/Media Relations
» Provide public relations services to the colleges and district programs.
« Place positive, timely stories in the media about the colleges/district and neutralize negative publicity.

+ Assist in the preparation of articles for the chancellor, college presidents, and other district/college
leaders.

» Monitor issues in the media, which have relevancy to the colleges and the district.
Communications

» Develop and implement a comprehensive employee communications program aimed at establishing
open, two-way lines of communication with all constituency groups.

+ Develop and implement an external communications program to ensure that residents receive up-to-date
strategic information about the district and the colleges.

» Develop and maintain the district crisis communications pian.

Social and Web Content

+ Develop and publish content on the college district’s three main websites.

+ Develop promotional strategies using the district’s online and new media channels.
« Provide social media guidelines and training to college and district employees.
Marketing/Advertising/Branding

s Develop and lead marketing efforts to sustain enrollment and enhance the visibility of RSCCD programs
and endeavors.

« Develop logos and corporate identity packages for the college and the district programs.

» Develop and support brand identities, communicate visually consistent and unified messages, and
establish and maintain graphic standards of excellence.

» Provide writing and copy-editing for college and district promotional materials.
» Provide creative direction and graphic design for all college- and district-sanctioned graphic materials.
Reprographics Services

» Provide quality reprographic services for faculty and staff



V. Staffing: (Please summarize the status of your staffing since the last planning cycle
and concerns.)

Since the last planning cycle, there has been a reorganization. Eric Harsen has assumed the role
of manager of graphic communications and Dean Hopkins has assumed the role of manager of
publications and electronic media. The full-time positions occupied by these two new managers
were not replaced. The department also has one vacant full-time reprographics technician. The
funds currently budgeted for this position will be reallocated through the reorganization process
to provide additional staffing and contracted services. See attached organizational chart.

Due to a sharp uptick in Public Affairs and Graphic Communications projects to fulfill college
and district departments’ needs, including website redesign and content development, employee
communications, district-wide marketing efforts, and public relations and graphic materials
development, staff workload is beyond capacity. Without staffing augmentation, requests will
go unfulfilled.

Current staffing concerns include:

* Graphic Communications—We request the addition of one 40-hour graphic designer, OR the
addition of a 19-hour graphic designer as a stop-gap measure, plus budget to contract outside
designers when needed.

* Public Affairs—We request the addition of one public relations specialist.

* Electronic Media-—We request a 19-hour part-time electronic media specialist.

V. Budgets: (Please summarize the status of your department budget and concerns)

See Attachment #2



Attachment 2

V. Budgets:

Graphic Communications

The department requests additional budget to cover the cost of stock photos, a necessary tool of the trade.
It is recommended that an additional $500 be allocated to software license and fees for this purpose. An
additional $1,000 is requested is establish a Conference Expenses account to provide professional
development opportunities for the graphic designers.

Recommendation: Increase the Graphic Communications budget by $1,500.

Publications

Although discretionary budgets have been reduced during the fiscal crisis, Publications’ supply costs are
directly related to the volume of printing requested by the colleges/district. These expenses are not
controllable at a unit level and a significant increase in demand due to enroliment growth could exhaust
the supply budget.

As of 3/24/14, Publications has $16,969 remaining in its instructional supplies line item. Since the last
three months of the fiscal year are the busiest for printing needs, these funds will all be spent by 6/30/14.
Due to Publications’ inability to predict the colleges’ precise paper needs, the unit is able to issue POs for
paper through the end of the fiscal year. These funds will be spent by the end of the year.

With paper costs anticipated to increase by 4% according to industry experts, it is anticipated that an
additional $1,840 will be needed to cover expected paper costs. In addition, an additional $3,300 is
needed to fund a lease on a new scanner that ties into the high volume reprographic equipment. Recent
college requests necessitate the unit leasing folding and scoring equipment with additional functionality to
permit using larger paper sizes and to provide different folds. The lease on this new equipment will run an
additional $1,000 over and above the current finishing equipment leases.

Recommendations: Increase the Publications budget by $6,140.

* Full-time Graphic Designer: $92,313 OR 19-hour Graphic Designer: $25,329, plus $18,000 for
contractor in graphic design

» Full-time Public Relations Specialist: $96,130.79

* 19-hour Electronic Media Specialist: $ 30,871.21



Vi.Department Assessment: (Please provide internal assessment of your department
(by all unit staff) and external assessment (from data provided by the District
Services Satisfaction Survey, as well as other sources that your depariment would
like to use). What recommendations would you like o bring to the District's
attention?

Internal Assessment:

Strengths

The PAP staff perceives its strengths as

* working well with customers,

* working very efficiently and with a positive attitude,

= experienced talented staff of professionals who are experts in their respective fields,

» an overall commitment to excellence, and the fact that our team provides a valuable service to the district and the colleges.
Weaknesses

Inconsistent coordination with the warehouse, mail room, and Quick Copy centers.

Recommendations

» The department needs to better publicize/communicate our services and educate our customers on how we can better serve
them,

« To assume responsibility for the Quick Copy Centers so that like the bookstores and Auxiliary Services we would be a unified
team serving the needs of employees district-wide.

External Assessment:

Graphic Communications

The overall assessment was 4.29 with 57% of those taking the survey saying they had never used the
unit’s services. Comments by staff who used these services were generally positive.

Public Affairs

The overall assessment was 4.25 with 67% of those taking the survey saying they had never used the
unit’s services, Like Graphic Communications, comments by staff who used these services were
generally positive.

Publications

The overall assessment was 4.49 with 36% of those taking the survey saying they had never used the
unit's services. Although many comments were positive, there appears to be some confusion in
terms of the roles of publications versus the campus Quick Copy centers.

Recommendations:

* The department needs to improve communication about its services.

* The department needs to assess its equipment and technology needs and create a plan to ensure
that equipment is appropriate for current software and district/college needs.

* The department’s professionals need to improve collaboration with the colleges and district
staff to improve services.

* An assessment of how reprographics services are managed district-wide needs to be
undertaken to improve efficiency.
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Rancho Santiago Community College District
District Services Administrative Unit Review

Research Department
2013-2015

I. Department Mission Statement: (Please provide a mission statement for your unit.)

The Research Department's mission is to make data accessible to staff at the District and its
colleges and to the community and to be responsive to a variety of research needs as they arise
and be proactive in forecasting future educational needs in the local college community.

ll. Functions and services: (Please provide the basic functions and services for your unit.)

The Research Department conducts and coordinates institutional research for the District and its colleges. An
annual research agenda is developed based primarily on needs of college and district faculty and staff, as well as
state and federal mandates. Generally, the RSCCD Research Department:

+ conducts and maintains the following research regularly: institutional effectiveness assessment, community and
K-12 enroliment demographics, student learning outcomes (SLO), students outcomes analyses (including retention,
persistence, graduation, and transfer statistics), matriculation evaluation, . Basic Skills Initiative, assessment
practices validation, student demographics, enrollment trends, and surveys of current and former students.

+ coordinates some district and college reporting requirements, such as Student-Right-to-Know, and the Integrated
Postsecondary Education Data System (IPEDS).

* reviews and manages requests for approval to conduct research using RSCCD students and/or staff as subjects.
Such requests are submitted via a Research Protocol, whether employed by RSCCD (in cases where the proposed
research falls outside the requestors area of expertise) or not.

+ assists departments in their portfolio development by compiling data and conducting surveys.

» assists colleges and District Operations in accreditation self-studies.

* assists in planning activities, including master plan, technology plan, educational plans, and Board of Trustees
planning meetings.

lil. Customers and recipients of services: (Who are the customers/recipients of your

services?)

* RSCCD faculty, staff, administration, Board of Trustees, and students

» Community organizations, other community colleges, and independent researchers outside the
system

* Government agencies (state and federal)



#

IV. Staffing: (Please summarize the status of your staffing since the last planning cycle
and concerns.)

The Research Department continues to operate (since July 2009) with a staff reduced by two
full-time Research Analyst positions. Our workforce is comprised of three full-time positions:
one Director of Research, one Research Coordinator, and one Research Specialist (see attached
organization chart).

The absence of two staff positions--along with the specialized skills the position of Research
Analyst carries with it--impacts the quantity of work that can be produced. At present, the
function of the Department is confined largely to State and Federally-mandated reporting,
program review support for all college/district programs/departments, and the conduct,
compilation, and publication of annual research reports and routine studies. Opportunities for
innovative research design and study has been severely inhibited. We continue to manage the

high volume of requests, but the quality of analysis to assist requestors is not to the standard that
we would like to maintain.

We have also taken on the coordination of the planning function at the District level and assist
in the many activities/documents required to plan, including the implementation of the new
administrative planning portfolio and evaluation process.

V. Budgets: (Please summarize the status of your department budget and concerns)

Funding for salaries/benefits has not been restored to its pre-July 2009 levels when the Research
Department lost two full-time positions to a District-wide reduction in force. The loss of those staff
positions has very much impacted our ability to serve our customers fully and efficiently. Only the
director position and 40% of the coordinator is funded through general funds and the remaining from
categorical funds (which have diminished greatly with each passing year).

The Research Department has approximately $1,000 for 2013-14 to fund supplies, mileage/parking
expenses, conference, contracted repair services, and printing expenses. While this very limited
funding has been adequate in the past, Research may experience difficulties in the coming
months/years due to out-dated technology. Two desk-top printers are old and have limited capacity
and the networked printer housed locally in the Research Department is not functioning fully and
cannot be repaired. We are billed, per use, for other options available to us (Publications and
Networked Xerox housed in Educational Services Division Office) and we have very limited funding
available to us for those charges ($195 allocated for the year).

In the past, we've been subsidized to a small extent by grant funding we can use as needed; however,
those type of monies are also rare in this economy.



Vi.Department Assessment: (Please provide internal assessment of your department
(by all unit staff) and external assessment (from data provided by the District
Services Satisfaction Survey, as well as other sources that your department would
like to use). What recommendations would you like to bring to the District's
attention?

Internal Assessment:

Staffing has been reduced since Summer 2009 to a director, a specialist, and a coordinator. Conversely,
expectations have grown significantly to support more grant-funded projects, new State- and
Federal-mandated accountability, the need for greater emphasis on classroom-based research, and a greater
responsibility to coordinate and support district wide planning efforts. To avoid working employees out of
class, project completion time lines have suffered. We currently spend a great deal of time downioading data
from IT-prepared reports and formatting it for end-users so that it is in publication-ready form. Thisis a
clerical task that could be performed at the end-user’s site. Given the workload in our office, we may no
longer have the staff time to provide that clerical function. Finally, the addition of the Asst. Dean of
Institutional Effectiveness and Assessment and a research specialist position at SCC did not reduce the
workload for our department. Their focus is on classroom assessment and college-wide planning issues. We
continue to provide the research, data and accountability needs to the college. The work of the two offices are
not duplicative-and we complement each other.

External Assessment:

Findings in the District Services Satisfaction Survey (December 2013) were generally very
favorable. The Research Department was rated highly on attitude, knowledge, and product.
There was some consensus among respondents, however, that the 2009 reduction in force has
resulted in slower turn-around times and caused project priorities to be reactive rather than
proactive in nature. And, lastly, respondents from the Colleges advocate college-centered
researchers, especially to support classroom-based research. We concur with their assessment
due to the importance that learning in the classroom be assessed on a regular basis to ensure
good strategies are being implemented to assist our students and faculty. Changes in the
classroom impact the overall college outcomes data upon which the public primarily reviews
and critiques our performance.

Recommendations:

It is crucial to assess the research function from a broad perspective to identify the vision of the
District and its colleges with regards to the use of local research and, then, how best to deliver
those support services to its customers (centrally as a District function, locally at the colleges, or
a hybrid of both). It is almost certain that additional funding will be necessary as current
manpower cannot meet the needs of the ever-expanding demand, as local, State and Federal
mandates will continue to escalate to satisfy public consumption for accountability of their tax
dollars.
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Rancho Santiago Community College District
District Services Administrative Unit Review

Resource Development

2013-2015

l. Department Mission Statement: (Please provide a mission statement for your unit.)

Resource Development is dedicated to assisting the colleges, continuing education, and the
district to obtain additional resources that will help them achieve their goals and objectives, and
to provide support services to ensure effective grant management.

II. Functions and services: (Please provide the basic functions and services for your unit.)

Rescarch Grant Opportunities: Search for grant opportunities that address the colleges’, continuing education's, and district programs’
resource needs, goals and objectives. Thoroughly review grant opportunities 1o provide detailed summaries and consultation to assist
the College Councils and POE in evalueting opportunities and deciding which ones to pursue.

Grant Development and Submission: Assist with all aspects of grant proposal deveiopment: summarize the opportunity and provide
consultation regarding its requirements and potential benefits; coordinate the grant team; schedule and direct grant development; write,
cdit and proofread grant proposals; coordinate compilation of afl parts of the grant application; create and submit final application,

Grant Management. Conduct grant start-up meetings for new awards and/or new directors to provide an overview of the grant project,
terms and conditions, and requirements; provide compliance and planning consuitation; provide budget and program planning to assist
proect directors in allocating funds and planning activitics in accordance with grant timelines, objectives and conditions; essist project
directors and staff with managing grant funds by providing cost estimates, calculations, and guidance on transfer of expenditures,
budget changes, staff costs and assignments; pravide guidance and feedback on preparing for and completing program repons;
complete and respond to directions regarding all grant forms and documents — e.g., face shects, contracts, budget modifications, request
for items, etc.; assist with preparation for site visits and audits; complete reports required for the Transparency Act.

Training: Provide training on grant terms and conditions to new directors or for new projects. Offer grant workshops for faculty during
flex week.

lll. Customers and recipients of services: (Who are the customers/recipients of your

services?)

Resource Development’s customers are the faculty, administrators, project directors and project
staff at the colleges, continuing education centers, and the district office.



IV. Staffing: (Please summarize the status of your staffing since the last planning cycle
and concerns.)

Resource Development has a Director of Grants, two Resource Development Coordinators, and
an Accountant.

V. Budgets: (Please summarize the status of your department budget and concerns)

For 2013/2014, Resource Development’s budget was $266,096, supporting the costs of the Director,
portions of the costs for the Resource Development Coordinators, staff development, and printing.

This year we are short on funds for printing services, which in part reflects the department’s support
of two printing services — one in the office, and the main printer in the Educational Services
Division. As we now primarily use the printer in the Resource Development Office, our use of the
main printer in the Division Office has been reduced. We will request a reduction in the percentage
of support we provide to the Division printer.

As staff costs increase—retroactive COLA, etc.—our staff development, printing and supply budgets
are reduced. This has a significant impact as the Director needs to attend grant development
workshops in order to be prepared to write competitive grant proposals. This need has been met by
supporting workshop costs through grant projects, but there are cases were such funds cannot be
used or are insufficient to cover costs. For example, there is a workshop for the Student Support
Services (SSS) grant in August, there are no existing grants that could support attendance, and it is
not clear if there will be sufficient funds in the department to cover the cost of attendance. Both

colleges intend to apply for the SSS grant, and it is highly competitive, requiring a perfect score to
secure the award.




Vi.Department Assessment: (Please provide infernal assessment of your department
{by all unit staff) and external assessment (from data provided by the District
Services Satisfaction Survey, as well as other sources that your department would
like to use). What recommendations would you like to bring to the District’s
aitention?

Internal Assessment:

See Attachment #1

External Assessment:

In the District Satisfaction Survey, though most respondents rated the Resource Development
Department’s services as Excellent or Good, there is a clear indication of need related to the ability
of staff to respond to the level of need for services.

Survey responses reveal an issue with the level of service provided: “Need a person to work with
SAC and CEC,” “I contacted the office for help; received some information, but never any

follow-up,” “They need more staff to become more proactive in getting outside funding for our
projects.”

With limited staffing, our focus is on sustaining services at the level of quality to be effective,
successful, and compliant. There is no room to grow the level of service.
Recommendations:

The recommendation is to hire a Senior Resource Development Coordinator to provide
additional grant development and writing services. Estimated annual cost is $110,697.02



Attachment 1

V1. Departmment Assessment:

Internal Assessment

Limited staffing restricts the level of service we can provide. Optimally, we would be able to research
grant opportunities to support our institutions’ goals, provide grant development services to create the
application, and produce quality proposals that are successful in securing grant awards.

With only one grant writer development efforts are more sporadic, and first-come first-serve. There are
cases where grants have not been pursued because the grant writer was already engaged: e.g., working on
SAC’s and SCC’s TRIO Upward Bound proposals, so unable to work on proposal for SAC to be involved
in a multi-state TAACCT proposal. Because the stakes are so high—only perfect or near perfect scores
get funded—there is no way to increase the level of service without jeopardizing the quality of the
proposals, which would undermine success.

Aside from pursuing more grants, there is a concern that there are only two staff members providing grant
management assistance services. There are close to 200 grant budgets divided evenly between these two
staff members. Additional grants increase the workloads of these staff members, which, again, creates an
issue of increased service levels potentially leading to reduced breadth and depth of service.

The Accountant is paid by grant projects, and his services are restricted to work on those projects. This
limits the extent to which he can be assigned additional duties to free-up the Resource Development
Coordinators to provide more services to more projects.

The Director’s engagement in grant development limits the time available to provide training for staff and
for the colleges, continuing education and the district. Staff development is sufficient to sustain
operations, but it is not performed at a level to obtain specific objectives. The Director has had to rescind
offers to teach grant workshops during flex week, because of grant deadlines. Grant opportunities often
emerge with little to no advance notice, impacting prior commitments.
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Rancho Santiago Community College District
District Services Administrative Unit Review

Auxiliary Services

2013-2015

I. Department Mission Statement: (Please provide a mission statement for your unit.)

The mission of Auxiliary Services is to provide exceptional, personalized service to the
students, faculty and staff of the Rancho Santiago Community College District. Auxiliary
Services provides financial and budget services in support of campus programs and
co-curricular activities which promote the general welfare, morale and educational experience
of our diverse students and communities.

Il. Functions and services: (Please provide the basic functions and services for your unit.)

The Student Business Office performs all necessary administrative functions for clubs and organizations in
each of the following areas: Associated Student, Bookstore, Community Education, Diversified Agency,
Diversified Trust and the Student Representation Funds. Staff performs accounts payable, cashiering,
general accounting and purchasing functions for all college clubs and organizations and ensures compliance
with internal and external laws, regulations, guidelines and board policies. Staff develops internal controls
and fraud prevention systems for cashiering locations and all fundraising accounts and ensures compliance
with accounting and documentation standards through controlled receipt disbursement.

Cashiering staff are responsible for updating, monitoring, correcting and reconciling individual student
accounts, processing departmental deposits/cash receipts, tracking college student account receivable totals
and providing student and staff photo 1D services.

Auxiliary Services serves as a liaison and oversees the contract management of campus dining and catering
services, vending services (beverage and snack) and provides general support services to the District Office
and all college sites and centers.

Ill. Customers and recipients of services: (Who are the cusiomers/recipients of your

services?)

* Students

» Student clubs and organizations

» Faculty and staff

* All district divisions and departments
* Public requesting information

* Federal, State and local agencies



IV. Staffing: (Please summarize the status of your staffing since the last planning cycle
and concerns.)

Maintaining adequate staffing levels has been a challenge over the past few years as a result of
on-going vacancies and limitations in the use of short-term staff. The Student Business Office
and SAC and SCC Cashiers Offices share staff to fill in for absences, vacancies and special
projects which has spread staff too thin. A need has been identified to provide comprehensive
services at Santiago Canyon College and plans are being developed to transition the Cashiers
Office to a full service Student Business Office. As additional duties and responsibilities are
identified and added, supervisory oversight and accountability and compliance will be needed in
the future.

V. Budgets: (Please summarize the status of your department budget and concerns)

Auxiliary budgets have progressively increased between the 2010/11-2012/13 fiscal years while
usage has declined due to short term staffing restrictions and vacancies of ongoing positions.
Budget usage declined from 96.8% in 2010/11 to 87% in 2012/13. In the upcoming fiscal years,
Auxiliary Services plans to optimize the Auxiliary budgets while filling vacancies that are key
to the success of the departmental goals and objectives. Additional funding sources will be
needed to fund a future supervisory position at Santiago Canyon College.



VI.Department Assessment: (Please provide internal assessment of your department
(by all unit staff) and external assessment (from data provided by the District
Services Satisfaction Survey, as well as other sources that your department would
like to use). What recommendations would you like to bring to the District’s
attention?

Internal Assessment:

Staff continues to evaluate service needs and identify areas for improvement based on changing
technology and departmental requests to update and automate processes. Staff is partnering with
Accounting, ITS, Safety and Security and various campus departments on a variety of projects
to implement departmental credit card processing, on-line ticket services and tracking and
distribution of faculty and staff parking permits.

Student Business Office and Cashiering staff have been working to develop weekly, monthly
and quarterly time lines to provide account activity reports, profit and loss statements and
training sessions for the Associated Student Body and staff which will create efficiencies and
lead to a more positive perception of the services offered.

External Assessment:

The Student Business Office and Cashiers Offices at both campuses received excellent ratings
for good customer service and helpfulness which indicates the focus and attention on the
Auxiliary mission statement and the ability of staff to deliver assistance and support services in
a helpful and meaningful way. Striving for exceptional, personalized service and connection is
what helps support the educational experience of our students and communities.

Recommendations:

Strengthen core values and identify specific strategies to improve service levels.

Continue to evaluate new business models and look at new ways to deliver services, streamline processes and provide timely
delivery to our internal customers. Develop questions for distribution by the Research Department to review trends and identify
areas of improvement.

Identify opportunities for staff to participate in campus and district training sessions and improve communication with students and
constituencies regarding services and operational hours.

Provide ongoing training opportunities for staff to develop professionally and enhance customer service levels, maintain morale and
strengthen cross training.
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Rancho Santiago Community College District
District Services Administrative Unit Review

Bookstores

2013-2015

l. Department Mission Statement: (Please provide a mission statement for your unit.)

The RSCCD campus bookstores are nonprofit institutionally-owned retail stores committed to
providing essential educational resources and high quality collegiate merchandise to enhance
academic life in a comfortable, inviting and inclusive environment. The campus stores take pride
in offering exceptional, personalized service to the students, faculty, staff, alumni and visitors.
Staff offer specialized knowledge, goods and services in order to help foster intellectual growth,
enhance the quality of life in our community, provide valuable work experience to enrolled
students and to broaden the personal, educational and professional experiences of our customers.

Il. Functions and services: (Please provide the basic functions and services for your unit.)

The Campus stores are responsible for providing the necessary educational tools to serve and
benefit the students, faculty and staff at all college locations including textbooks, course
supplies, office supplies, logo merchandise and convenience products. The stores conduct year
round buy back of used books, provide 24 hour vending machines carrying testing and school
supplies, maintain accounts receivable records and monitor proper inventory levels through a
biannual inventory count. The campus stores also offer services that include a comprehensive
textbook rental program, digital textbooks and provide alternate sources for students to purchase
course materials at the lowest price possible through comparison websites. In addition, the stores
offer valuable work experience and training to enrolled students, for many as a first job.

The Don Bookstore services the needs of Santa Ana College community along with the Don
Express, a remote convenience store offering snacks, beverages, testing and school supplies. The
Hawk Bookstore services the needs of the Santiago Canyon College community and the Orange
Education Center. The CEC Bookstore services the needs of the Centennial Education Center.

lll. Customers and recipients of services: (Who are the customers/recipients of your
services?)

» Students

s Student clubs and organizations

* Faculty and staff

* Alumni, community members and visitors of the district
+ All district divisions and departments

* Public requesting information

« Federal, State and local agencies



IV. Staffing: (Please summarize the status of your staffing since the last planning cycle
and concerns.)

All positions at the Don Bookstore, Hawk Bookstore, Don Express and CEC Bookstore are
filled with no additional plans to add staff in any of these departments. Staffing levels in
headcount and expenses for the 2009 - 2012 fiscal years were higher than similar college stores
according to the National Association of College Stores Annual Report Data for Fiscal Year
2012. Staffing levels were inflated for those years due to a lack of permanent employees and an
over-staffing of temporary part-time staff. Expenses in this category of temporary part-time
staffing has been reduced significantly and the stores filled open positions of 2 full-time and 2
part-time, permanent, professional, classified staff members where skilled job requirements
were a necessity. The campus stores have also been aggressively hiring student help to shore up
labor needs at a reasonable price creating a win-win for the campus community by offering
students valuable work experience and the stores valuable employees who are hard-working and
empathetic to our community.

Overall, the salary expense has been reduced by over 20% compared to FY2009 and has settled
into a manageable amount. Labor capacity will continue to be monitored by the bookstores and
the need for future reductions or reorganizations of labor are always possible as the bookstore
business continues to evolve.

V. Budgets: (Please summarize the status of your department budget and concerns)

The campus stores are nonprofit and plan for a modest return on revenue to support the ongoing
operation of the stores. This plan of modest profitability coupled with adequate reinvestment in
store operations and a modest contribution to the college campuses is an integral part of the
success of the stores. The RSCCD Campus Stores have realized sales increases in essentially all
departments including textbooks over the last two years. According to the National Association
of College Stores, just 29% of U.S. college stores reported an increase in sales for 2011-12.

Profitability of the stores has not met targets from FY2009 to FY2012 and although
contributions were made to the campuses, the bookstores net profits were unable to cover those
contributions. Contributions to the campuses for FY2013 have been scaled back and an overall
profit of 3% was realized. Profitability expectations for the future conform to other community
college bookstores with a return of 3-5% to the stores and 3-5% to the campuses.

No major capital needs are seen as necessary for the stores at the moment, although there is a
potential remodel of the Johnson Center where the Don Bookstore resides which would require
some investment in store infrastructure. Modest aesthetic improvements that are self-supported
by the stores are seen as necessary in the near future if the Johnson Center remodel is more than
2 years away. Cash register hardware, some computer systems, and new mobile technologies
will also require some capital needs that will be supported by store operations.



VI.Depariment Assessment: (Please provide internal assessment of your department
(by all unit staff) and external assessment (from data provided by the District
Services Satisfaction Survey, as well as other sources that your department would
like to use). What recommendations would you like to bring to the District’s
attention?

Internal Assessment:

Profitability of the stores has been suppressed over the last 3 years. The stores were dealing with changes in publisher
distribution models, including rental and digital distribution, the aggressive competition in the textbook market from companies
like Amazon, Chegg, EBay/Half and individual textbook seller markets like AbeBooks. Cost of Goods for some operations
were over expected levels and the write-down of obsolete inventory that dated back to FY2006 were dealt with in the FY 2012
and FY2013 periods. The stores have now partnered with those companies that compete with them like Amazon and Half.com
to share in a portion of internet sales. The stores are also purchasing books from individual seller consolidators like BookByte
and Valore.com to take advantage of low priced books in the textbook market.

Customer service is an integral part of the equation for a successful campus store. Continued training in this area is necessary
for all employees.

The Don Bookstore has a lot of deferred reinvestment that has a negative effect on the aesthetics of the store. The store has
taken steps to reorganize the sales floor to improve the look over the last two years, but some legacy fixtures will need to be
replaced in the near future,

External Assessment:

The Hawk Bookstore has excellent ratings in all areas of the survey. Customer service comments are exceptional with excellent reviews
of the manager and staff.

The Don Bookstore has better than average ratings, but work s needed in several areas that were surveyed.
Categorized responses with number of times mentioned:

1. Good customer service and helpful team (20)
2. Suggestion for longer hours (2)

3. Internal teamwork needs enhancement (3)

4. Good textbook ordering procedures (3)

5. Confusing textbook ordering procedures (3)
6. Lack of knowledge (1)

7. Less apparei, more books (1)

8. Remove textbook inventory (1)

9. Open PO to Bookstores for purchasing (1)

Recommendations:

Adopting enhanced inventory | procedures will help with keeping COGS within expected levels,

Continued alternate sourcing of textbooks, increasing textbook market-share with competitive pricing and rentals, and enhancing customer service (0
faculty regarding the ordering process will assist with profitability in the stores. The addition of a purchasing card to capitalize on lower priced
textbooks is also recommended.

A more intuitive online ordering system for facuity textbook decisions is being researched to aid in the more timely collection of this information.
Students are looking to purchase their books earlier in the textbook buying season with the advent of more online information and textbook sources.
The stores need to adapt 1o this trend by receiving textbook information from faculty earlier and offering textbooks to students earlier.

Team building and training workshops will help with intemal teamwork issues. Campus store operations have been changing extensively over the last
several years and the RSCCD Campus Stores have also been adapting their processes to meet the current demands of textbook distribution and
customer service expectations. Some decisions have been made out of necessity and the entire team needs to be aware and behind those decisions for
the success of the stores. Better communication of customer service and profitability goais need to be implemented.
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Rancho Santiago Community College District
District Services Administrative Unit Review

Chancellor's Office
2013-2015

I. Department Mission Statement: (Please provide a mission statement for your unit.)

The Chancellor's Office will serve the needs of our two colleges by helping them to fulfill their
respective mission statements.

Il. Functions and services: (Please provide the basic functions and services for your
unit.)

The Chancellor's Office supports the Board of Trustees and oversees the major operations of the
college/district.

ill. Customers and recipients of services: (Who are the customers/recipients of your
services?)

The direct customers are the members of the Board of Trustees, the college presidents, the
senior staff of the district, the constituent groups, and the community.



IV. Staffing: (Please summarize the status of your staffing since the last planning cycle
and concerns.)

The Chancellor's Office consists of the following positions: the chancellor, the executive
assistant to the chancellor, and the executive assistant to the Board of Trustees. This past year,
we lost one FTE staff person (administrative clerk) who was transferred to Human Resources to
fill a vacancy in that department. Qur staffing level is currently at an appropriate level.

V. Budgets: (Please summarize the status of your department budget and concerns)

Our budget is essentially the same as last year with the exception of the following items:trustee
election expense for 2014-15 of $400,000; trustee expense augmentation of $13,000;
Chancellor's Office expense increase of $25,000; enrollment management marketing expense of
$200,000; augmentation to legal expense fund of $250,000; and. a new funding category to
support the recruitment of international students of $18,000. Although I am forwarding these
items for inclusion in the budget under my department, some of these budget items may actually
be placed under the budgets of other departments. Several of these budget request items are
items over which we have limited control (i.e., election expense and legal fees), items that are
small augmentations to existing budgets (i.e., expense increases to Board of Trustees budget and
to Chancellor"s Office discretionary funds), or to new initiatives that are designed to help the

college to develop additional revenues (i.e., marketing and recruitment of international
students).



VI.Department Assessment: (Please provide internal assessment of your department
(by dll unit staff) and external assessment (from data provided by the District
Services Satisfaction Survey, as well as other sources that your department would
like to use). What recommendations would you like to bring to the District’s
attention?

Internal Assessment:

The Chancellor's Office does a periodic (infrequent) informal assessment of what we could do
better and how our work is carried out. Some minor changes have been made as a result of of
this informal assessment.

External Assessment:

The ratings for the Chancellor's Office were generally favorable across the board. However, the
section of the evaluation containing open-ended comments was mixed. There were positive
comments about the level and quality of service provided. There were also some comments that
contained criticism of the chancellor.

Recommendations:

One improvement would be to create an internal assessment process that is more formal than
what currently exists. It is difficult in a three-person office, because we work together so
closely. However, that may be all the more reason to develop a formal process that would cause
us to take a step back and examine our practices and operations,
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